
Steps for Creating Agency/Records Administrator E-MACS Account 

Step 1: 

Watch E-MACS Account Creation Video:  Registering for E-MACS Tutorial 

Step 2: 

Go to https://emacs.courts.state.mn.us/login and click on “Register as an E-Filer” 

 

Step 3: 

Complete the user information fields.  Be sure to select “Agency” as the Role and check the box at the 

bottom of the screen to accept the terms of use.  

 

http://www.mncourts.gov/Documents/0/Public/Clerks_Office/Support/E-MACS_Registration.swf
https://emacs.courts.state.mn.us/login


Step 4:  Take the ten-question E-Filer Test and receive a score of 80% or higher. 

 

 

Step 5:  Within 24 hours of account creation, open the “E-MACS account request: action required” 

email sent to your primary email address and click on the link. 

 



Clicking on the link in the email message will generate this message: 

 

When the Clerk’s Office approves your account, this message will be sent to your primary email 

address and you can begin submitting your agency records electronically. 

 

 

 

 

 

 

 

 



Steps for Submitting the Agency Record Via E-MACS 

 

Step 1:  Login to E-MACS 

Step 2:  Click on “Create Filing”  

 

Step 3: 

a. Select Supreme Court or Court of Appeals as the Court Level. 

b. Leave the “Existing Case” field filled in. 

c. Complete the fields for your corresponding appellate case number. 

d. Click on “Next” in the lower right corner of the screen. 

 

 



Step 4: 

a. In the drop down list next to “Type” select “Correspondence” 

b. In the drop down list next to “Subtype” select “Other” 

c. In the field for “Filed on Behalf of Other” enter “WCCA Agency Record” 

d. Click on “Next” in the lower right corner of the screen. 

 

Step 5:   

Begin Uploading the Record.  After each “part” is uploaded click on “Add Another Part” until you have 

uploaded all of the parts.  List the document description in the “Comments” for each part.  Before 

clicking on “Next” in the lower right corner be sure that you have numbered each of the parts 

(example 1 of 4, 2 of 4, 3 of 4, etc.).  Each “part” can be up to 25MB (approximately 1,000 pages of 

text). 

 



 

Step 6: 

 

Complete the service screen.  Enter “none” for the service method if you did not serve the other 

parties. 

 

Step 7: 

Review the Filing.  Click on “Save Filing and Check Out” in the lower right corner. 

 

 



Step 8: 

 

Submit filing by clicking on the “Submit Filing” box in the lower right corner of the screen. 

 

Confirmation of your submission will look like this: 

 

 

A confirmation email will be sent to the primary email address on file when the Clerk’s Office 

“accepts” the filing. 

 


